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7 April 1964

MEMORANDUM FOR: EPA/AD/CR
SUBJECT : Indexés, Manuals and Forms

REFERENCE : Your raemorandun: of 9 Mareh 1964,
shma aubject

As raguested, listed f ow are the several indsxes and files
contrelled by the Docunaent Division, with a brief description of
coatents and methodology.

CENTRAL TOP SECRET COETROL:

trot: This is thq OCR celiection of colisteral Top Sucret
Documents sorresponding to {2e Library documents classified Secret
and below. The ducuments are received from all sources, and are
{{led by their TS control numbers. One cepy of each dacumaent is
kept indalinitely. Top Becret documonts are indexed ofther in the

Intellofax Systex or the IPL,

25X1 . 25X1
~ESEATO, GENO Callgstions: The[—Jeollaction
consisty of ap Seqgret szaents. The SEAYO and CENTO

cenum al ~ T»p Secret documents. All three types
are filed by date within sering. They are indexed is the IFI, and one
copy of esch docament is kept indefinitaly.

NIE, SNIE, NIS, jdiscejianmous OSI ané NPIC: The NIE and
smg hlestions inciude Secrit and Top Secret cipssiiications. ‘“ae
NIS and miseellansous O8I an¢ NFIC reports are Top Secret only. Al

series are {iivd by m-fw:mw nunders. One copy of each is
kept indefinitely. The NPIC documents ars not indexed. The o8, NI,
NIE, and SNIE's are infiexed {2 the IPL

NBCID, DCID: This caﬁwﬁn«mm:wﬁ: coples of
iatelligence divactives, 4nd thie archival copies of superseded NSCID's
sad DCID's. They are [lled by their aumber. Thay are not indesed.
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A collection of 37 document:
which GTSC its held acceuyniabls, Thirteen documents {rom this
collection ars held in O8I becapise of their RD claasification. The
documients srs filed by the serfes suniber. They are returned to
the originator when no longer fweded. Documents recelved in re-
apomse to spacific requests arv: not indaxed; those recelved in the

nornsal flow are indexeé in the IPL
25X1

I—;.m.__—wlk cdiﬁ#ti‘m ﬂl F ?”Qx‘n G‘V“m.‘?‘.‘t
basic intelligence type mu:lt!. Recsived sporadically via the ED/ ¥
3

this material is filed by seriet designator. Am IBM card ls made

for sach item, and the Englisd translation for the title of the document
and the correspending series puachec into the card. Ths coliection
was Imtellofaxed upder hroad gubject categories. Currenat recelpis are
mostly updating materials. e collection will be kept indefiniteiy.

NSC Papers: Collactios of mest af thw NSC papers issueé irom
1954 to dute. Few have been issued since Janvary, 1961, and the nwst
recant Feceipts have bean meptiy recisions of the ald. Maintained for
refersacs purposss, but the drllection is not indexed. [lled by paper
number serially within year.

State Guidslines: Broaé staterwmts of US Policy with respact to
a given couniry, they bear 8 fecrot security classification. The: are
recoived irem: State via the IO, and mre filed by couwntry. They are
not indexed. Their retention is indeflaite.

LCOURLAbL!] , mts: These ara T8 decuments, rostly
aperational in nature, which require a close sceountabflty by the JCS.
Used moatly by the War Plang group in DDP. Minetesn documents are
pow charged to the CTEC. The documwents are beld untll supsrseded
ar no longer nesded. Supersmded issues are destroyed in accorcance
with regular TE procedares.

SPECIAL DISSEMINATION $1:CTION:

BL File: A log, disse ‘i iination,and crosn referesce file of teletypes
secelved via the Criticosn Nq:. The file is arraaged ia pumerical sequance

by the BD ammbar, hapt at Hosdquarters for approxizuately b~& veeks,
and thes retired to the Recogds Center for one year.

*in" File: A file of telatypes racsived over the CIA Net. The
file is arranged ia nuxwri sequence by the IN mambher, kept 2
headquarters for 6.3 vreeks, ant thenm retired to the Records Ceater
for one year. ’
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Ot File: A ille ol sutgoin: messajes transmitted via the
Spec apsie. These are mosily adyinistrative and operatienal

in sature. The flie is arranged U awcerical sequonce by the CUT
numbar, kept st hesdquarters for /-3 weeis and then retired to the
Records Center for one year.

CIA Z File: A file of ouigoliy piessages transmitted over
staii channels, Mostly NPIC prelusninaries. The {i}8 is seaintained
in numerical sequence by the - avnber, hept in headguarters for
6~3 wesks and then ratired to the tecorcs Center [or one year,

CONTROL SECTION:

CIA In-Process File: A filg of CIf information reports arraag«c
ia pumerical sequence by report runber. This file is used ta service
requests placeé on the Library far those CIA reports which are still
in process. Documents are kept fram le«2 monthe and are then destroysd.

D Card File: issemisatior conirol cavds. A cellection of IBlL.
cards filed by the document contrui muraber. The card comtains the daie
of receipt of the document and ite cissen:ination. The cards are filn.ed
periodically for perr.aaeni retention.

Central Ragrading Index: A card {ile reflecting changes in
classification of specific CIA and son- CIA reporta. Filsd by serie:
within source. Perr.anen! rotantion.

Disssrnisation Card File « Jublicgiions: The dissemination
record for pwﬁiwwm, It is kep: by decuinent series as a record
for security rensoas 3s well as relerenés for issvantes. Kept
indefinitely.

Bardex Card Flle: The redurd card ille for Standard Distribution
itexus. The cards are arranged b, title w thin source. The receipt
and distribution of a given report are recorded ou the card. Mept
indefinitely.

1P1 SECTION:

IPL Fle: Pound voluwaes of 23 1 s since 1933,

SECRET
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INDEXING SECTION:

Abbreviation File: Contains 30, 000 3x5 cards. This file
established in 1949 was supplanted by the TAG-3 dictionary in
1961, It is still uged for reference purposes.

ISC File: Master file of all Intelligence SBubject Codes since
original issue in 1948. Filed by ¢hapter changes or additions.

2551 ABa
I |

hief, Document Division
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